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State of Kansas

FOCUS Project
Upgrade Meeting

October 13, 2015



Agenda EQUS
Executive Greeting
Upgrade Benefits and Post Go Live Initiatives
Project Timeline
User Acceptance Testing
Agency Cutover Preparation and Timeline
Functionality Impacts
Requisition Changes
OCFO Update
SHARP, Data Warehouse and Bl Analytics
SMART Training & Resources
Closing Remarks/Questions
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Focus on Customer ~ Upgrade ~ Support

Executive Greeting
Sarah Gigous, Director

Office of Systems Management
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Upgrade Benefits and

Post Go Live
Initiatives
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Upgrade Benefits

e Benefits included at Go Live

— SMART will be on version 9.2, on a supported version of
PeopleSoft FSCM - Finance/Supplier Contract Management

— SMART will be hosted

e Core Functionality to be included at Go Live
— WorkCenters
— Attachments in all available modules
— Bidder Self Registration
— New Workflow Engine (AWE — Approval Workflow Engine)

— Travel & Expense - Configuration supports both old
policies/rates and new policies/CONUS rates effective 1/1/16

S @Sierra-(:edar




Post Go Live Initiatives

e New functionality moving to post go-live
— eSupplier

e Will pilot with a limited number of suppliers in December to
allow development of additional security for vendor self-
service

e Expect full roll-out in 2016
— Mobile Applications

e Testing required on multiple devices and operating
systems

e Considering single app pilot or phased approach in order to
identify impact to users and technical help-desk/support
needs
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Post Go Live Initiatives

e Continued new functionality moving to post go-live

— SES — Secure Enterprise Search

e Prioritized implementation for Purchasing modules and Menu
items

e Testing and analysis is still in process to determine if 3 years of
searchable data can be included for other modules

e This functionality will not be fully implemented on November 13,
but will be rolled out after the length of time determination is
finalized and search indexes are built

7 @Sierra-(:edar
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Project Timeline
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Where we are today

Project Timeline Dec-14 Jan-15 Feb-15 Mar-15 Apr-15 May-15 Jun-15 Jul-15 Aug-15 Sep-15 Oct-15 Now-15 Dec-15

Plan and Preview

Analyze and Design

Configure and Develop

Test and Train

Deploy and Optimize

Communication
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Propel Methodology

e Plan and Preview (phase 1) completed
e Analyze & Design (phase II) completed

e Configure & Develop (phase Ill) completed
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Phase IV — Test and Train

e During the Test & Train phase the FOCUS team is
completing:

— System Testing
- Finalizing the execution of test scripts;
- Resolution/Re-testing of any defects identified in testing

— Integration Testing
- SHARP to SMART; Agency Interfaces
— At this time, no agency changes are required to existing agency interfaces

— Security Testing - Completed
— Verification of existing security; addition of new functionality to existing roles

— User Acceptance Testing
- Review of selected functionality/browser compatibility/firewall access

- Test Moves 2 and 3 for technical database upgrade and move of database
to hosting center - Completed

— Creation/Updates/Roll-out of end user training via the SmartWeb
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Phase V — Deploy & Optimize

e During the Deploy & Optimize phase the FOCUS

team will be completing:
— Technical architecture review (Production), including performance load testing

— Communication to End User Community of Agency cutover checklists, training
materials, cut-over impacts, etc.

— Finalization of Project Team Go-Live Cutover Checklist

— Execution of Upgrade to Host Cutover and System Validation Nov. 6t — 12th
— Release of upgraded SMART 9.2 system to agencies on Nov. 13t

— Optimization of SMART 9.2 system and resolution of any post go-live issues

— Completion of project documentation/Roll-Off of SCI consulting staff
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User Acceptance

Testing
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User Acceptance Testing FCUS

Focus on Customer ~ Upgrade ~ Support

e Selected agency users invited to participate

14

— Highway Patrol, Admin, Larned State Hospital, Revenue, KDOT, State
Treasurer, Wildlife Parks & Tourism, Corrections, Labor, KDHE, Bd of
Regents, Fire Marshall, KPERS

October 7 — October 15

Users will execute scripts that include new functionality as
well as try other processes that they normally use

Our normal batch processes will be running to push
transactions through the system

Each user will access the SMART test environment from
their own work location

Test URL at hosted site will be utilized to identify firewall
and browser related issues

Issues discovered will be addressed by upgrade team
@Sierra-(:edar
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Focus on Customer ~ Upgrade ~ Support

Agency Cutover

Preparation and
Timeline
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Focus on Customer ~ Upgrade ~ Support

e The SMART URL landing page will change on October 26 to
give you access to the SMART 9.2 URL

— Agency users should click on the URL to verify access to
the page, but access will not be available until November
13

— Establishes that agency firewalls will allow users to
access the new system

— Landing page also provides reminders about system
availability
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Agency Cutover Preparation
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Focus on Customer ~ Upgrade ~ Support
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Current SMART System (version 9.0)

# SMART 9.0 will be available for normal processing through 6:00
p-m. Thursday November 5, 2015.

# Starting November 6, 2015 business will move to the new 3.2
environment.

# 0On November 6, the 5.0 systemwill limit users to read-only
access toview online data, reports and queries. Users will be
able to login by noon on November 6.

# This environment will no longer be available after December
1e, 2015.

Click on this link to work in SMART (through Nov. 5, 2015}
or review data in SMART v2.0 {(Nov. 6 - Dec.16, 2015):
https://smart.ks.gov
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NEW SMART System (version 9.2)

The new URL for SMART 9.2 is listed below.

Users canopen the URL now to view the login page and save it
to their Favorites.

The 9.2 system will be available for usersto login and start
normal processing on November 13, 2015.

Hours of operation: Monday through Saturday, 7am to 6pm;
Sunday, 1 pm through to following day.

On maintenance days, the system may be unavailable: Sunday,
November 15 and Sunday, December 13.

Click on this link to work in SMART beginning Friday, Nov. 13, 2015:

URL:
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e New versions of spreadsheet uploads need to be
used in SMART 9.2
— Budget Journal Upload (INF24)
— Journal Upload
— Deposit Upload (INF43)
— Voucher Upload (INF50) — includes one new field

e Agencies may submit a Service Desk ticket to
request these spreadsheets starting on October
19t and the files will be provided as soon as
possible
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a2\

Treat cutover like fiscal year end processing — transactions

generally need to be in a complete status at the time of
cutover

Unlike year end, there is no need to have ALL transactions
In the system since there is no financial impact

— New transactions that cannot be completed by cutover
should be entered AFTER SMART 9.2 is available

For deadlines in the Purchasing modules, please refer to the
Procurement and Contracts Informational Circular 16-01
dated September 18, 2015
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e More specifics about transactions that use Workflow:
— EXpense reports need to be in either Pending or Paid status
— GL Journals need to be in Approved or Not Submitted status
— AP Vouchers need to be in Approved or Not Submitted status
— Match exceptions should be resolved

e Asset Management transactions

— Agencies should have all capital asset transactions dated
through November 5" entered into SMART by 6 pm on
November 5%, including additions, cost adjustments, transfers,
and retirements

e Agencies should use the Month End Checklist and resolve any
Issues found
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e Report and query results in Process Monitor will NOT be
transferred forward into SMART 9.2

— Agencies will be able to access reports and gueries in
SMART 9.0 until December 16t

— Agencies will also be able to rerun these reports and
gueries in SMART 9.2

e Recurring reports and queries will be turned off

— During the cutover process, reports and queries
established with recurring run controls will be turned off

— By October 30", instructions for re-establishing the
recurrences in SMART 9.2 will be provided to agency
users who are currently using this functionality
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e During Cutover (November 6" through 12th)

— There will be no ability to create transactions in SMART 9.0 or
SMART 9.2

e NO paycycles, no batch processing, no interface processing,
etc.

e NO payments can be generated, even payments that are
considered to be external

e Agencies that normally process payments by wire will be
allowed to continue with wire payments during the down
period

— After SMART 9.2 is available, the vouchers for wire
payments should be entered by 6 pm on November 17t

— As a reminder, one payment voucher cannot be entered to
summarize multiple wire payments
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Focus on Customer ~ Upgrade ~ Support

e During Cutover (November 6" through 12th)

— There will be no ability to create transactions in SMART 9.0 or
SMART 9.2

e NoO deposit processing

— Similar to what is done at year end, agency deposits
should be taken to the State Treasurer

— Deposits transactions can be entered in advance when an
agency knows the amount

— Deposits transactions not entered in advance should be
entered into SMART by 2 pm on November 16

— As a reminder, one deposit transaction cannot be entered
to summarize multiple deposits
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e Interface Processing

— Outbound interfaces files
e Will run as normal through the night of November 5%

— Inbound interface files
e Last time inbound interface files will be processed in SMART 9.0 will be

24

November 4th

F&CUS

Agency Cutover Preparation oo E e bt b

e Will NOT run in nightly batch processing on the November 5

e Interface files received after 6 pm on November 4" will be held until
SMART 9.2 is ready for nightly batch processing

e Anticipated SMART 9.2 inbound interface file processing

November 12
November 13

November 16

Nightly batch processing to include files dated:
All files not processed and received through November 9

November 10 — 13

Any remaining files not yet processed
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Focus on Customer ~ Upgrade ~ Support

e |tems to note

— All data in SMART 9.0 will move forward to the SMART
9.2 environment

— Any pages saved in the SMART 9.0 Favorites Menu will
carry forward to SMART 9.2

— User ID and passwords will remain exactly the same

e If a password expires while the system is unavailable, the user
will be prompted to change their password upon first attempt to
sign on

— An informational circular will be issued with the SMART
cutover schedule
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Agency Cutover Timeline
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7-Oct-15

15-Oct-15

19-Oct-15

- 9.2 User Acceptance Testing begins (select
agencies only). Agencies may notice
iInbound/outbound test files in their MVS
directory with the extra 'T' in the name.

-9.2 User Acceptance Testing ends

- Agencies may submit Service Desk tickets
on Oct 19 or after to request a new copy of
the spreadsheet upload templates. The
spreadsheets will be sent out as soon as they
are finalized.
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Agency Cutover Timeline
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26-Oct-15

30-Oct-15

2-Nov-15

3-Nov-15

4-Nov-15

- The new URL for 9.2 will be available.
- The SMART URL landing page will be updated
to include both URLSs.

- By Oct 30, agencies will be given instructions
for reinitiating recurring queries/reports in 9.2
after go live

- Pcard Voucher Build at 8 am

- Pcard load included in nightly batch
processing for final time before cutover.
- Pcard Voucher Build at 8am

- Pcard Voucher Build at 8 am
- Last night inbound interface files will process
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Agency Cutover Timeline
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Focus on Customer ~ Upgrade ~ Support

5-Nov-15 - Pcard Voucher Build 8 am.

6-Nov-15

- Last day agencies can transact in SMART 9.0.

- On-cycle Payroll journals for the pay date Nov
6 will post.

- Users will be locked out at 6 pm.

- Inbound interface files will not be processed in
batch processing during the night of Nov 5.
Files submitted after 6 pm on Nov 4 will be held
and processed on the night of Nov 12 or 13.

- Cutover to SMART 9.2 starts at 2 am.
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G

6-Nov-15 - SMART 9.0 will be Users will be able to:
available by noon as a - Access reports and queries that
read-only environment. were processed before cutover

started. Reports/queries from past
99 days are available via Process
Monitor.

- Agency recurring reports and
queries will be stopped.

- Queries can processed.
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6-Nov-15 - Between Nov 6 and 12, agency IT staff should
update internet browsers to supported versions for
SMART/SHARP users.
- See http://smartweb.ks.gov/technical-
resources/upgrade/browser-compatibility-for-9-2

8-Nov-15 - Normally the monthly PO Close is processed on the
first Sunday after the first business day of the month.
This process will be skipped for Nov and will run as
normal in Dec.

13-Nov-15 - Cutover to new system complete.
- SMART 9.2 opens for agency users at 7 am. Users
should clear cache before logging on.
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Agency Cutover Timeline

F&CUS

Focus on Customer ~ Upgrade ~ Support

13-Nov-15 - SMART User call - 11 am

16-Nov-15 - SMART User call - 11 am

16-Nov-15 - Agencies should have AR
deposits entered into SMART
9.2 by 2 pm for transactions
processed during the cutover
period.

17-Nov-15 -SMART User call - 11 am

31

Issues regarding a specific
transaction, file, or security
Issue should be logged on a
Service Desk ticket. The call-in
can be used for general
qguestions or comments.
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Focus on Customer ~ Upgrade ~ Support

18-Nov-15 - SMART User call - 11 am

19-Nov-15 - SMART User call - 11 am

20-Nov-15 - SMART User call - 11 am

17-Dec-15 - Read-only copy of SMART 9.0 SMART 9.0 will no longer
retired be available to users.
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Focus on Customer ~ Upgrade ~ Support

Functionality Impacts
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AWE - Application Workflow Engine

e SMART processes are changing to using AWE instead of Virtual
Approver
e Accounts Payable and General Ledger modules will now use the same
workflow as Travel and Expenses and Procurement modules
e AWE workflow forces the approval hierarchy when there are multiple
levels of approvers:
e A Level 1 approver must approve before a Level 2 approver can
access the transaction to approve and so on
e Top Level approvers can no longer “grab” a transaction earlier in the
workflow stream & approve for everyone

e Queries in SMART 9.0 will be provided to help agencies prepare for
this change in AP and GL

- Information will be sent on a SMART Announcement with details
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Attachments

e Information regarding attachments in SMART:
— The recommended size limit for a file being attached is 1 MB
— Agencies should not attach CAD (Computer Aided Design) files or
picture files (examples- .jpg, .tif, .png, or .gif)
— Excel, Word, PDF, or similar files, are appropriate
— Multiple attachments are allowed

— For vouchers that are interfaced, if attachments are required due to
audit requirements, the agency must attach support documents after
the voucher has been created in SMART

— Avoid attaching documents that do not add value to the
transaction

— System retention for attachment files is expected to be 3
years. This period may be reduced if storage space becomes
an issue.

— Agencies should not rely on SMART as the method for meeting
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Requisition Changes
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Requisition Changes

SMART

[> Cost Accounting
[> Vendors

[> Purchasing

[* Inventory |—|
[~ eProcurement
[» Buyer Center

Create Requisition

2 hitps://smartdev.sok ks.gov/psp/sokfstst/EMPLOYEE/ERP/h/?tab=DEFAULT

£ - & C | & peopleSoft Employee Portal

> Manage ERP Integration Specify Business Unit and Requester
= Create Requisition

= Manage Requisitions
= Approve Reguisitions

*Business Unit:

e

File Edit Wiew Favorites Tools Help
x [ Snagit E =)

{.-3, ManageEngine ServiceDes.., ‘a Oracle Business Intelligen... a PHIRE 9.2 '93 Sierra-Cedar Secure Acces.. H SMART - Home a SMART 9.2 TES

- Receive ltems
= Repors -

 a

*Requester:

OK |

SMART

Menu ~ Search

Favorites = ‘ Main Menu :I

Requisition Summary

There are no lines on this request.
Please add new ling in order to save
this reguisition.

Top Menu Feat

The menu is no

Total Lines: 0 Menu to get sta

Total Amount (). 0

Highlights

Recently Usec
under the Favg
at the top left.

Breadcrumbs
navigation path
access to the ¢
subfolders

Menu Search,
Main Menu, no|
ahead which m
much faster.

\E\ DI E\ E\ D| E\ D\ D\ E\ D\ EI E\ D\ EI EI D\ EI EI D\ EI DI EI EI

Search Menu:

® | e~
Kansas »
Employee Self-Service * lin
Manager Self-Service »
Supplier Contracts »
Customers. »
Products - N
Catalog Management [__l Buyer Center
Customer Contracts 03 Manage ERP Integration
Order Management B Renuisition
Pricing Configuration B Manage Requisitions
Customer Returns D Manage Requisition Approvals
Items D Receive ltems
Cost Accounting D Procurement Card Center
Suppliers B Reports
Procurement Contracts D Administer Procurement
Purchasing D My Profile
Inventory
eProcurement » ﬂ

Services Procurement
Sourcing

Engineering
Manufacturing Definitions
Production Control

Advanced Search
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GMART

1 inventory 2
[ eProcurement

b Buyer Center

b Wanage ERP Integration |~
= Creale Requisiion M
- Wanage Reauisitions

- Approve Reauisitions

- Receive ltems

-~ Reporls

= Administer Procurement

= Wy Profile

i Qanires Prasur

Requisition Summary
[There are no lines on this request.

amant S

IPlease add new line in order to save
ltns requisition

Total Lines: 0
Total Amount (USD) [}

The “1. Define Requisitions” page from
9.0 is the same as the “Requisition
Settings” page in 9.2

Differences:

The Business Unit and Requester
ID are on the “Requisition Settings”
page instead of a separate page.
You now have the option to accept
the defaults or override them from
this page.

1.

but you can change it!! &

Home: | Workist | MufiChannel Console Addto Favorites |

Sign out

Create Requisition

Tk 1. Define Requisition Ek 2.Add Items and Services B 3. Review and Submit
Speciy requisition name, requester, and other information that applies to the entire requisition

Business Unit: 17300 | @, Depariment of Administration

“Requester: — am . “Currency:  [Usp
Requisition Name: Priority: Vedum  +

~ Line Defaults
Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.

Vendor: Q Vendor Location: Q
[ a
Shipping Defaults

Ship To: Q=] Modify Shipping Address
[ [

[Accounting Defaults.

[la

Unit of Measure:

Buyer:

Category:

Due Date: Attention:

Source

Fund  (BudUnit |Proaram |Account =

e [T Q| G| [ Q[ G e Q[ Q] |

|Activity Ady Use

Type
al &l o al & al Q[ Q[ e

Category | Subcategory Sve Loc

Continue

Favoriles ~ ‘ Main Menu =

Requisition Settings

*Currency
Default Options (7
© Default
© override
Line Defaults (7
Supplier

Supplier Location

Buyer

Shipping Defaults
Ship To

Due Date

Accounting Defaults

Unit of Measure will default as EA, e

Al ~ | Search

> eProcurement~ >

Business Unit 17300 Q
“Requester [SOKDREQ

usD

Focus on Customer ~ Upgrade ~ Support

The only required fields
on this page are:

Verify the BU is
correct

Change the
Requester ID

# | Advanced Search

Requisition

D of

Name

priority Medium =
Q. 50K Default Requestor v
Prior Authorization Q
Type
Custom Fields

Ifyou select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for
these fields

Ifyou selectthis option, the defaults specified below will override any predefined values for these fields, only non-blank values are assigned

Q Category Q
Q Unit of Measure |EA Q
aQ
Q, Add One Time Address
5] Attention
Personalize | Fina | @] B First 0 10f1 & Last
Assetinformation
GL Unit Entry Event Dept Fund  BudUnit Program Account PC Bus Unit
Q [17300 | Q Q Q Q Q Q ‘

.
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= eProcurement -

In our current SMART

- Create Requisition 1 Create Requisition

= lansos Reauisi .
 Aooroe meaistions ||f| 1. Define Requisition Bt 2Adunemsand services B 3 Reviewand submit ‘ environme nt’ yo u ad d th e

= Receive ltems

= Reports Review the details of your requisition, make any necessary changes, and submit it for approval. .
_— Pcard on the Review and
= Iy Profile Business Unit: ’ . Prior Authorization Type: Q
[- Services Procurement -
[ Sourcing T “Requester: [e—— Qk “Currency: B S u b It p ag e
l I l .
Requisition Name: | Priority: Medium -
Requis_ilit_)ll Summary Card Number: b] Expiration Date: Use Procurement Card
Description Qty (UOM

Requisition Lines (VISA) Le

TEST I
| Line_Descripticl g

In 9.2, the Pcard is assigned

Total Lines 1 BE 1 TEST | e o £ TP & 120000  Each 12.00000 14400/ L. .
Total Amount (USD): 144.00 s (ISA) KT 2 th R t S tt
*********** WL on the Requisition Settings

[ Select All I DeSE ., . rsemnen (VISA) Re Wewe Total Amount: 144.00 USD

I_+' Add to Favorites J5|  Add to Template(s ] [ 3Modify Line / Shipping / Accounting | o Delelel

page. If the Requester you
s are using has a Pcard, the
drop down box will become
visible once you tab off of the
Requester field.

[ Send to Vendor | Show at Receipt ["] show at Voucher

e Check Budget Add Request Document

E Save & submit | % Save & preview appruvad x Cancel requisition Find more items

Favoriies » | Main Menu - » eProcurement~ > Reguisition

Requisition Settings

Business Unit Q Requisition Name
“Requester [Frmmm a priority
*Currency |YSD Prior Authorization Q,
Card Number Type
AEXXXEXRRXXTXE T T ISA Le
Expiration Date |sssssereeres % S Ag Kr
ot (VISA) Kr Custom Fields
AXXXETXRRERLR, NI SA) H.E
Default Options (7 e (VISA) Kr
AXXXETXRRERLR, NI SA) Kr
(® Default — (VISA) Rz elow will be applied to requisition lines when there are no predefined values for these
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When you change the Requester, this box will pop up and advise that changing Requesters
will change your default settings.

You can choose yes, no or cancel, whatever best meets your needs.

Message

Changing Reguester will change the default settings

ShipTo ID to

Qrigin to ONL
Location Code to b
GL Business Unit to
Depariment to
Fund_Code to =
Budget_Ref to
FProgram_Code to
Account to 537100
Chartfield1 to -

. Retrofit to existing lines? (10150,147)

Changing Reguester will change the default setting like ShipTo 1D, Location, Crigin,Department 1D, Account and other
ChartFiglds. Click ™es' to retrofitfapply the default values from Requester to the existing lines? Click ‘Mo’ to change only the
default setting. Click 'Cancel' fo reset the Requester to the previous value.

Yes Mo Cancel
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Favorites ~ Main Menu -~

Create Requisition
Welcome Fo -
Request Options

Enter search criteria or select
from the menu on the right to

begin creating your requisition.

> eProcurement » > Requisition

-

Home

Search [Al v]

Dﬂ_:j Special Requests
Create a non-catalog request

Templates

Browse Company and Personal
Templates
Monihly Elevator Maintenance...
Monthly Pest Control
Monthly Elevator Maintenance...

External Catalogs
Browse Supplier Website ltems

Focus on Customer ~ Upgrade ~ Support

If you choose yes, you will be taken back to the Requisition Settings page to verify the default
information is correct and you will have to click ‘OK’ at the bottom of the screen again.

If you choose no or cancel, it will take you to this page to choose your requisition type.

A My Preferences Requisition Settings ' B 0 Lines Checkout

@

o

Web
Browse Supplier Websites

Staples Advantage

ePro Services
Request Services

Fixed Cost Service
Variable Cost Service
Time and Materials

Search Advanced Search

<~ Favorites
Browse Favorite ltems and Services

Recently Ordered

“iew recently ordered items and

services
Leased Space KSP 08/25M5to...
Leased Space KSP 11/25/15 to_..
LSOB 7th & 8th floor north m...
Grasshopper Zero Tum Mower ...
Phase 1 Study of Energy Cent_..
Mare...
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If you did not change the Requester, you will be sent to this page to choose your Requisition
type . Favorites ~

Main Menu » > eProcurement > Requisifion

Create Requisition 2

Welcome  SOK Default Requestor

Home A My Preferences 38 Requisition Settings = 0 Lines [ Checkout i
Request Options = search Search Advaniced Search

The system will allow you to budget check
(assuming a correct chartfield and ShipTo
Location were entered) and submit a
Requisition with the Default Requester.
However, all of those requisitions will be
routed to the central SMART team for
approval, and we will deny them.

Once a Requisition is submitted in to the

Enter search criteria or select
from the menu on the right to
begin creating your requisition.

IT=] special Requests
Create a non-catalog request

Templates

Browse Company and Personal
Templates

@ External Catalogs
Browse Supplier Website ltems

Favorites Main Menu ~

Confirmation

‘Your requisition has been submitted.

Requested For SOK Default Reguestor

Requisition Name
} Requisition ID
Business Unit

Status Pending

approval process, the Requester cannot be

changed by “Editing” the Requisition. You'll
have to copy the Requisition, creating a new
Requisition and cancel the original Requisition.

42

Budget Status valid

5 View printable version

Route to Supervisors
Line 1:Pending
TEST
Supervisor Approval

Skipped Pending
y  Noapprovers found

2 sypervisorbyUsetd |7 @ Emorsep

Comments
Change Request/Line Approval Summary
Line Item Description Change Request
1TEST

@ Web

i Edit This Requisition

E '+ Favorites

Browse Supplier ‘Websites Browse Favorite ltems and Services

Staples Advantage

ePro Services
Request Services

Recently Ordered
View recently ordered items and
senvices

Fixed Cost Service

Variable Cost Service

Time and Materials

> eProcurement » > Requisition

Number of Lines 1
Total Amount 144.00 USD

Pre-Encumbrance Balance 0.000

=]
ﬂa Check Budget % Pre-Check Budget

(EView/Hide Comments;
[#]start New Path

Personalize | View All | (2 10of1
Line Re-Approval

Routed for Approval
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Focus on Customer ~ Upgrade ~ Support

If you choose yes, and ‘OK’ again, you will be taken to this screen to choose your Requisition

type.

[~ eProcurement
[> Buyer Center
[> Manage ERP Integration
= Create Requisition
= Manage Requisitions
= Approve Requisitions
e ltems

minister Procurement
My Profile
[> Senices Procurement
[> Sourcing

The “2. Add Items and Services”
page from 9.0 is the same as the
“Create Requisition” page in 9.2

Differences:
1. The different types of

Requisitions are now listed as
Links on the Left side of the

screen, instead of Tabs
across the top.

Create Requisition

E‘ 1. Define Requisition

i

2. Add Items and Services

\33 3. Review and Submit

Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: |

Q. Search

| Catalog | Favorites | Templates | Forms | Web | Special Request |

Select a Request Type
Special ltem Reqguest an item that is not listed in the Catalog.
Fixed Cost Senvice Request a one-time semvice for a flat fee

Variable Cost Service Request a service for which the fee is based on the time worked.

Time and Materials Request a service for which the fee is based on the time worked and materials used.

Favorites = Main Menu ~

Create Requisition

Welcome
Request Options.

All Request Options
Special Requests

Web
Staplss Advantage

Favorites

Templates

ePro Services
Fixed Cost Service
Variable Cost Service
Time and Materials

Recently Ordered

External Catalogs

eProcurement » >  Requisition

Home

Search [ (Invalid Value)

Page Title 2
Animal Products and Animals

Cages or its accessories
Animal carrying cases

Industrial and Safety Supplies
Refrigerant

Air conditioners

Emeray response litter or cart
Snow or ice melter

Protective gloves

Chemical resistant gloves
Water softening compounds
Instl soap or loticn dispenser
Soaps

Personal Care ltems

Hnsnital indemars

~

Clothing and Textiles
Laundry nets or bags
Protective gloves
Chemical resistant gloves
Mattress pads

Blankets

Sheets

Pillow cases

Bed spreads

Bath towels

More...

Law Enforcement ltems

Police vehicles
Defense or law enforc ammo

Recognition ltems
Mednls

7% My Preferences

Requisition Setiings | ¥ 0 Lines

Search

Food and Food Products
Fresh milk or butter products
Shelf stable milk or butter pr
Frozen milk and butter product
Powdered milk

Natural cheese

Processed cheese

Imitation cheese

Fresh bread

Sweet biscuits or cookies
More...

Paper Products
Tractor feed paper
Computer printout papsr
Printer or copier paper
Muitipurpose paper
‘Carbonless paper
Cover paper

Facial fissues

Toilet seat covers
Paper towels

More.

Sourcing Self-Cat Backup Tree

Checkout

Advanced Search
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I Gost Accounting

b Vendors

i Purchasing

b Inventory

[+ eProcurement
b Buyer Genter

b Manage ERP Integration

- Create Requisition

- Wlanage Requisitions

- Approve Requisitions

- Receive ltems
Report

Requisition Summ:

Create
‘E‘ 1. Define Requisition L 2.Add Items and Senvices E) 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval

Business Unit: Department of Administration

Prior Authorization Type:

T “Requester. [ Q “Currency: usD
Reaquisition Name: Priority: NMedum v
Card Number: ~ | Expiration Date: Use Procurement Card
Requisition Lines

Total Lines:
Total Amount (USD):

Doseription ‘Quantity
~¥[0 ¢ IEST WESTSIDE STAMP & 120000  Each 1200000 14400520
14400 AVARDS INC
Consolidate with other Reqs Override Suggested Vendor
ing Line: 1 Due Date: [ Quantity: [12.0000
Status: Active *Ship To: — Q[ Modify Shipping Address
Attention: -

“Distribute by: Amt

SpeedChart: Q

Entry Event |Dept

[+ [ 100.0000 14400 [17300 Q Q o [P o [ o ¢ Q_[s28900 Q Q Q al

PC Bus Unit |Project

The “3. Review and Submit” page
from 9.0 is the same as the
“Checkout — Review and Submit”
page in 9.2.

Differences:

1.

You have to click 2 expand
arrows to get to the funding
string.

The chartfields are located on
tab Chartfields2.

Focus on Customer ~ Upgrade ~ Support

Favortes+ | MamVemu - > sProcuemente ) Requiion
Mew Window | Help | Personsiiz Page | (]
»
Checkout - Review and Submit
Review the fsm informaton and submit e req for approval
7 My referencas Requisition Settings
Requisition Summary
Business Unit aQ Department of Adminisiration Requisition Name
“Requester Q \ Priority
Prior Authorization| |0}
sCurreney [USD ey
Currency Type
Gart Summary: Total Amount 144.00 USD
Espand lines o review shipping and sccounting details o aseore tems
Requisition Lines
\ Line  Descrption tem D Suppler Qusntiy uon Prce Totsl Details  Comments Delele
&1 1 gn TEST WESTSIDE STAMP & 120000 Esch 12.0000 144.00 = Oaw @
& AWARDS NG &
Shipping Line 1 *ship To Y EdtShpto Comments  Quanity 120000 =&
Address T 7 Tt Ada One Time Address. Price 120000 Price Adjustment
Pagging Inquiry
- Pagging Worksanen
Attention To
Due Date ]
Accounting Lines
“Distribute By SpeedChart Q
Accounting Lines
Chartfields1 Chartfields2 || Detsils || Defails2 || Assetinformation | Assetlnformation2 || Budget Information | (50
Dept Fma 2% progem Aozount PCEusUNE  Project Retity SourceType  Category Subcategory Sweloe  AgencyUse C
Q Q [ Q Q 7o |Q Q Q Q Q Q
Accounting Lines Personsze | Fona [View ) || B st @ 1011 ®) Lo J
- Chartfields || Chertfelds2 || Detsis | Dejaiis2 || Asset information || Assetinformstion 2 || Budget Information | [F59) ~
line  Sbius  DistType “Locaton Quantity Percent Merchandise At GL Unit Entry Event
1 Open Q T2.0000] [ o000 14400 Q Q 4 =]
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Favorites = Main Menu ~ > eProcurement » > Reguisifion

My Preference

Customize Search Results (7

Select the fields fo be displayed in Search Results

tem 1D: ¥ supplier: &
Supplier item 1D: M Supplier ID: W]
Mfg Item 1D: Manufacturer: ¥
Price: Manufacturer ID: &

vom: ¥ Lead Time Days: ~

*Show Search Result Item Images

Checkout Page Display

Auto expand accounting lines when expanding requisition lines
Shopping Cart Display
Wl auto display shopping cart when adding items

Delete Saved Searches

Check each saved search to be deleted and then hit OK button to complete removal.

Note There are currently no saved searches.

OK Cancel

Focus on Customer ~ Upgrade ~ Support

There are a couple new Links from the Checkout — Review

and Submit page:

1. My Preferences, and these will be applied to all
Requisitions going forward until you change them again.

2. Requisition Settings, allows you to go back and change
the defaults for all lines.

Favorites « Main Menu » eProcurement » » Requisition

Requisition Settings

Business Unit Q

Department of Administration Requisition Name
“Requester Q) Priority [Medium ]
Prior Authorization Q
*Currency |USD
Type
Default Options (7
O Default If you select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
- fields.
® override If you select this option, the defaults specified below will ovemide any predefined values for these fields,only non-blank values are assigned.
Line Defaulis (?
Supplier Q Category (10101501 Q
Supplier Location |001 aQ Unit of Measure |EA Q
Buyer Q
Shipping Defaults
Ship To Q, Add One Time Address
Due Date EJ Attention
Accounting Defaults Personalize | Find | E] | E First ‘4’ 10f1 &' Last
Chartfields1 | Details || Asset Information
Percent Location GL Unit Entry Event Dept Fund Bud Unit Program Account PC Bus Unit
100.0000) Q Q Q, ja, Q Q Q, [537100  |Q Q
< >
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Total
12.00000

Vendor Name Quantity UomM
WESTSIDE STAMP & 12.0000 Each
AWARDS INC
Consolidate with other Regs Override Suggested Vendor
Shipping Line: 1 Due Date: [ Quantity: |12.0000
Status: Active *Ship To: i Q=7 Modify Shipping Address
Attention: |

*Distribute by: Amt -

SpeedChart: Q

Accounting Lines

Amount |GL Unit Entry Event |Dept

o [ wooong| soo [ jaf  laieiiall

Bud Unit |Program |Account PC Bus Unit (Project

ewcps s ol & &l &l &l

[] Select All / Deselect Al
L+" Add to Favume#@ Addto Template(sﬂ ~zMadify Line / Shipping / Accounting |ﬁl Delete

Total Amount:

144.00 USD

Justification'Comments

"I send to Vendor

["] show at Receipt [”] Show at Voucher

m

s Check Budget |

E Save&submnl ﬁ% Save & preview appmvali )( Cancel requisition

9.0 Find More Items
= 9.2 Add More
ltems

9.0
Modify/Line/Shipping
/Accounting = 9.2
Mass Change

Add Request Document

. ; L
Eind more items

Favorites « Main Menu > eProcurement ~ > Requisition

Cart Summary: Total Amount 144.00 USD
Expand lines to review shipping and accounting details
Requisition Lines (7
Line

Description Iltem ID

Focus on Customer ~ Upgrade ~ Support

There are a couple
Links on the
Checkout — Review
and Submit page
that have changed
between 9.0 and 9.2:

o

or Add More ltems /

Supplier Quantity uom Price Total Details  Commenis Delete
11 g2 TEST WESTSIDE STAMP & 12,0000 Each 12.000 144.00 O Add I
AWARDS INC
Shipping Line 1 *Ship To Q Edit Shipto Comments Quantity 12.0000) =
Address Add Cne Time Address Price 12.0000 Price Adjustment
Pegging Inguiry
Pegging Workbench
Attention To
Due Date Il
Accounting Lines
“Distribute By SpeedChart [
Accounting Lines Personalize | Find | View All | 2| i First &' 1of1 ¥ Last
Chartfields1 Chartfields2 Details Defails 2 Asset Information Asset [nformation 2 Budget Information
Line Status Dist Type ‘*Location Quantity Percent Merchandise Amt GL Unit Entry Event
1 Open Q 12.0000) 100.0000] 144.00 Q Q #/=

[ Select All / Deselect All Select lines to: [4# Add to Favorites

(78] Add to Template(s)

1 Delete Selected

i Mass Change "
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1. “Add More ltems” takes you to this page.

Favorites » Main Menu ~

Create Requisition 2

Welcome %

Reguest Options

Enter search criteria or select
from the menu on the right to
begin creating your requisition.

2. “Mass Change” takes you to
this page.

*Please note, you can now
check the RFQ Required box
and have it apply to every line
on your Requisition!!!

Focus on Customer ~ Upgrade ~ Support

> eProcurement » > Requisifion

Home 7 My Preferences Reauisition Settings | B 1 Line EECion
= Search Search Advanced Search
D[:] Special Requests Web - Favorites
Create a non-catalog request Browse Supplier Websites Browse Favorite ltems and Services
Staples Advantage TEST2
TEST2

Templates

Browse Company and Personal

ePro Services
Request Services

Recently Ordered
View recently ordered items and

Templates services
Fixed Cost Service TEST
Variable Cost Service TEST2
Time and Materials TEST

E External Catalogs
Browse Supplier Website ltems

Favorites » Main Menu ~ » eProcurement v > Requisition

Edit Lines/Shipping/Accounting for Selected Lines
Line Information (2

Note: The information below does not reflect the data in the selected requisition lines. When the "OK' button is clicked, the data
entered on this page will replace the data in the corresponding fields on the selected lines that are available for sourcing.

Supplier ID. aQ

Supplier Location (&} Contract SetlD SOKID Q
Buyer| @ Category Q Contract ID Q
Shipping Information
Ship To Location Q RFQ Required: []
Add One Time Address
Due Date e Attention
Comments

Accounting Lines
Please enter GL Business Unit before selecting other chartfield values

Accounting Information Personaiize | Find | 20| B First @ 1011 @ Last

Chartfields1 || Details || Asset Information
Percent Location 6L Unit Entry Event Dept Fund Bud Unit  Program
1 Q Q Q Q Q Q
< >
Load Values From Defaults
0K Cancel
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Focus on Customer ~ Upgrade ~ Support

9.2 Has a new feature where you can Pre-Check Budget. What this means is that you can

verify that at this exact second, there are funds available or not. For agencies that pre-
encumber, this can be useful.

Shipping Summary
& Edit for All Lines

Requisition Comments and Attachments

Enter requisition comments

[sendto Supplier [ show at Receipt [ shown at Voucher Add more Comments and Atiachments
Approval Justification
Enter approval justification for this requisition
(E
s Check Budget =] Pre-Check Budget Budget Checking Status:Provisionally Valid
Save & submit [ Save for Later = Add More ltems &3 Preview Approvals B} Add Request Document
Check Budget is still available whether you choose Pre-Check Budget or not.
: Budget Checking Status:Valid
TR Check Budget %>  Pre-Check Budget Hoget Lnecking tatus Tald
Save & submit = Save for Later ar Add More Items 3 Praview Approvals E: Add Request Document

48
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Focus on Customer ~ Upgrade ~ Support

One change on the Purchase Orders, you can now see how much is left to spend on the PO!!
The Encumbrance Balance will reduce until it is at $0!!

Favorites = Main Menu - > Purchasing~= > Purchase Crders= > Add/Update POs

Maintain Purchase Order
Purchase Order

Business Unit 700 PO Status Dispatched A X
POID T Budget Status Valid ]r‘lj‘ _[Tj
Change Order 1
Copy From| v| ] Hold From Further Processing
Header (7
=pQ Date |06/01/2015 B Supplier Search
. ) Backorder Status Mot Backordered Create BackOrder
Supplier Supplier Details :
Receint Stat Merkur Delivery Int
*Supplier ID eceipt Status Not Recvd
. *Dispatch Method
Buyer

'
PO Reference Amount Summary (7

Header Details Activity Summary Merchandise 380.00 Calculate
PO Defaults Add Comments Freight/Tax/Misc. 0.00
PO Activities Edit ShipTo Comments Total Amount 580.00 USD
Requisitions Document Status Encumbrance Balance 341.7% ysoD
~ Actions Bidder Preference
Add ltems From (7 Select Lines To Display (2
Catalog Item Search Search for Lines Line Q, To Q, Retrieve
Purchasing Kit
Lines (7 Personalize | Find | View All | 2] = First '& 1of1 &/ Last
Details Ship To/Due Date Statuses Item Information Attributes RFQ Contract Receiving | =
Line Item Description PO Gty *UOM Category Price mrc:?:g;ﬁ Status
1 B parking 55 1.0000 EA 78111807 Q) 580.00000 580,00 Approved oo S ] [=]
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Focus on Customer ~ Upgrade ~ Support

Undocumented Features

« When creating a PO by sourcing or copying from a Req, you
will NOT be able to add/modify a speedchart on the PO.

« Work around is to make sure the speedchart you want
applied to the PO is on the Requisition prior to being
copied or sourced, then it will move to the PO.

 Internet Explorer formats some pages differently. A couple
examples:

* Purchasing > Purchase Orders > Buyer Workbench (used
to be Reconciliation Workbench) the Encumbrance
balance and currency code overlap each other.

« eProcurement > Requisitions > Review and Submit page,
the line checkbox and expand line arrow overlap each
other.
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Focus on Customer ~ Upgrade ~ Support

Note

* Procurement and Contracts Informational Circular 16-01:

* Requisitions with an RFP Required must be submitted
by 6PM on Thursday 10/22/15

« Requisitions with a Prior Auth for over $100,000 must
be submitted by Noon on Friday 10/23/15

 All other requisitions that are to be routed through
Procurement and Contracts for approval, including
Prior Auth’s for $100,000 and less, must be submitted
by Noon on Wednesday 10/28/15

o1 %’Sierra-(:edar




Focus on Customer ~ Upgrade ~ Support

OCFO Update

52 %’Sierra-(:edar
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—Informational Circular 16-A-006

— Travel Related Policy Changes




%’Sierra-Cedar

el |[nformational Circular 16-A-006
Travel Related Policy Changes

As announced in Informational Circular 16-A-003 on September 4, 2015,
the State of Kansas will adopt federal standards for per diem rates for
travel and expense effective with all travel that occurs on and after January
1, 2016. The following policies are being implemented in conjunction with
the adoption of these federal per diem rates and are effective for all travel
occurring on and after January 1, 2016:

Subsistence Rates

« Per Diem rates for the State of Kansas shall consist of the following:
o Meals and Incidentals expense (M&IE) rate —
= Meals — the cost of meals, taxes, and tips.

» [ncidentals Expense — all fees and tips to hotel porters, bellhops,
doormen, and maids.
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Department of Administration

Informational Circular 16-A-006
Travel Related Policy Changes

o Lodging rate —

= Employees may be reimbursed for actual lodging expense
incurred, not to exceed this rate.

= No allowance for any tips is included with this rate.

= Taxes are paid in addition to this lodging rate, as current policy
allows, except for foreign travel locations.

= For foreign travel locations, lodging taxes are included with the
lodging rate and are not an additional reimbursement.

— Note: Following the federal guidelines with respect to M&IE will
avoid any taxability issues.
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K Informational Circular 16-A-006

Travel Related Policy Changes

« Subsistence rates will consist of a standard per diem rate and non-
standard area per diem rates. The standard rate is used except when
the travel location is specified as a non-standard area, in which case,
the per diem rate for that non-standard area is used.

* Meal reimbursement will be based on quarter days with the daily
reimbursement amount divided equally between quarters. Meal per
diem will be provided for the quarters the traveler departs and returns.

* International travel meal reimbursement will follow the U.S. Department
of State M&IE rates, with no allowance for paying a higher amount for
actual meal expenses.
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Informational Circular I6-A-006

Travel Related Policy Changes

Same Day Travel Meal Allowance

 For employees that qualify for a same-day travel meal allowance, the agency
will enter the appropriate amount to be reimbursed based on 15%, 35% or 50%
(breakfast, lunch or dinner) of the daily M&IE rate. The meal is to be determined
by the agency. A new expense type “Same Day Travel Meal” has been added
to the Travel & Expense module for the meal associated with same day travel.
See the Employee Travel Expense Reimbursement Handbook for the guidelines
for receiving a meal with same day travel.

Department of Administration

Reduced Meal Allowance for Meals Provided at No Cost to the Employee

« If meals are provided during a given travel day, the agency will reduce the M&IE
rate by the amount of the meal that was provided, based on 15%, 35% or 50%
(breakfast, lunch or dinner) of the daily M&IE rate. For partial days, the quarter
amount is calculated first and then the meal deduction % is applied.

« If all meals are provided for a day, the reduction to the M&IE rate will be 100%
and there will be no allowance for incidentals expense reimbursed to the

traveler.
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Travel Related Policy Changes

Reduced Subsistence Allowance

« Reduced subsistence allowance requires approval of the agency head
or agency head'’s designee, using the form DA-37 Reduced Subsistence

Allowance.

Border City Travel - Discontinued

« Border City Travel Rule and designated cities are discontinued.
However, the Department of Administration will consider requests for
blanket approval of specific out-of-state travel locations. The requests
will come from the agency head or designee and may be renewed

annually.
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Travel Related Policy Changes

Expense Reports

* Expense Reports must be completed unless there are no reimbursable
expenses to the traveler (such as mileage, meal per diem, etc.).

« If travel related expenses include reimbursable expenses to the
traveler, all prepaid expenses are required to be added to the expense
report. This includes but is not limited to lodging, transportation rental
and fares, fuel charged to a state credit card or account, conference
registration and lodging, etc.

« Expense reports should include M&IE entered for one day at a time
rather than for a range of days on one line.
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Kanas Informational Circular 16-A-006
Travel Related Policy Changes

Travel Expense Account Codes

« The new series of travel account codes, 525510 thru 525590 will be
used for all travel occurring on and after January 1, 2016. Regent
institutions will continue to use the existing travel account codes
since they do not use the SMART Travel & Expense module.

« The new account codes, 525510 thru 525590, will be used for all
travel locations (in-state, out-of-state and international). The
location entered for an expense report will be used to determine the
In-state, out-of-state and international designation which will be
provided in SMART queries and reports. The chart below provides
the current and new account codes:



1 N
Informational Circula‘i”ﬁﬁ!ﬁ"a'ceaaf

K Travel Related Policy Changes

In-State Out-of-State International

Travel Related Account Code Descriptions

Travel & Subsistence 52510 52520 52530 52550
Private Vehicle Miles 525110 525210 525310 525510
Hire of Cars Planes 525120 525220 525320 525520
Buses

State Car Expense 525130 525230 525330 525530
Air Rail and Bus Fare 525170 525270 525370 525570
Meals and Lodging 525180 525280 525380 525580
Non-Subsistence 525190 525290 525390 525590

Travel Authorizations

« Travel authorizations entered beginning November 13, 2015,
for travel occurring on and after January 1, 2016, will use the
new account codes and rates.
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Kansas Informational Circular 16-A-006
Travel Related Policy Changes

Moving of Employee Personal Effects Account Codes

 New account code 521500 will be used for moving of employee
personal effects for both in-state and out-of-state moves.
Regent institutions will continue to use the existing account
codes for this expense category. The chart below provides the
current and new account codes:

In-State Out-of-State Internationa
|

Moving Account Code Description

Moving Employees’ 521300 521400 521500
Personal Effects
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Informational Circular I6-A-006
Travel Related Policy Changes

Updates for Subsistence Rates

Department of Administration

« State subsistence rates will be updated on April 1 and October 1 each year
and will be effective until the next semi-annual update. Historical rate
information will be maintained in SMART.

Rate File, Policy Documents, and Links

 An electronic file with the CONUS standard rate and non-standard area
rates (for the continental United States) will be available at the Office of the
Chief Financial Officer, Travel Information for State Employees website at:
http://www.admin.ks.gov/offices/chief-financial-officer/travel-information-for-
state-employees.

 The Employee Travel Expense Reimbursement Handbook is being updated
to reflect these policy changes. See the Employee Travel Expense
Reimbursement Handbook for complete travel policy information which is
available at the Office of the Chief Financial Officer, Travel Information for
State Employees website at: http://www.admin.ks.gov/offices/chief-

financial-officer/travel—information—for-state-emiloiees.
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Travel Related Policy Changes

» The Office of the Chief Financial Officer Policy Manuals are
being updated to reflect these policy changes. Policy Manuals
are available at the Office of the Chief Financial Officer website
at: http://www.admin.ks.gov/offices/chief-financial-officer/policy-
manual.

« Agencies will be notified when the revised Employee Travel
Expense Reimbursement Handbook and Policy Manuals, and
the CONUS rate file are available on the Department of
Administration website.
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—Informational Circular 16-A-007

— Attachments iIn SMART
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SmEEEEER Informational Circular 16-A-007
Attachments iIn SMART

Effective November 13, 2015 the following information will be
required for payments and reimbursements in the SMART
system that exceed the agency’s delegated audit authority.
Although not required, best practice is for agencies to also
follow the guidelines provided below for payments under the
agency’s delegated audit authority.

The Office of the Chief Financial Officer, Agency Audit
Services team will no longer accept emailed or paper copies
of invoices or other support documents.
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Department of Administration

Informational Circular 16-A-007
Attachments iIn SMART

For Accounts Payable (AP) vouchers:

* Invoices for payments are to be attached in SMART to the
AP voucher for instances when:

o The invoice provides useful information that corresponds with
the purchasing authority and notating this information in the
payment notes or comments field exceeds the limitation in
those fields. For example, utility payments will require
attached invoices unless the specific service date range is
entered on the voucher in SMART.

o The invoice provides information that is not available in
SMART or on the Department of Administration website.
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Informational Circular 16-A-007
Attachments iIn SMART

Department of Administration

— Exception: Note that Agency Audit Services does not require support
documents for grant payments, refunds, or P-Card payments to be
attached in SMART to the payments. The payment support documents
should continue to be maintained at the agency in a file storage
method other than SMART.

*  Prior Authorization (PA) forms that require hand-written approval by the
Office of Procurement and Contracts, such as revised PA’s, must be
attached in SMART to the Purchase Order (PO). All other PA’s must follow
the Office of Procurement and Contract’s policies for attachments in
SMART (see Procurement Informational Circular 11-03).

« All copies of contracts or amendments are to be entered in SMART
Supplier Contracts and should not be attached in SMART to the PO or the
AP voucher. If an amendment needs to be added to the contract after the
contract has been created in SMART Supplier Contracts, agencies should
contact the Office of Procurement and Contracts for assistance.
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Attachments iIn SMART

For Travel and Expense (T&E) reports:

« Documents supporting travel and expense reimbursements
are to be attached in SMART to the T&E report. These
documents include:

o Prior authorization for travel not captured by a SMART Travel
Authorization.

o Required receipts which support T&E reimbursements.
o Conference rate verification.

o Information that is not available in SMART.
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Information regarding attachments in SMART:

The recommended size limit for a file being attached is 1 MB.
Agencies should not attach CAD (Computer Aided Design) files or
picture files (examples - .jpg, .tif, .png, or .gif).

Excel, Word, PDF, or similar files, are appropriate.

Multiple attachments are allowed.

For vouchers that are interfaced, the agency must attach support
documents after the voucher has been created in SMART.

Avoid attaching documents that do not add value to the
transaction.

System retention for attachment files is expected to be 3 years.
This period may be reduced if storage space becomes an issue.

Agencies should not rely on SMART as the method for meeting
record retention policies.
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Questions?
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Focus on Customer ~ Upgrade ~ Support

Data Warehouse FCUS

e Data Warehouse no longer being updated
— Experienced technical event on September 25, 2015
— Data was last updated on September 24, 2015

e Data Warehouse will be available to review
historical data until December 17, 2015

e Agencies that were using the Data Warehouse to
meet critical business needs should submit a
request to sharp@da.ks.gov and provide detailed
iInformation on the report

— Data Warehouse team will get back to you with
alternative solutions
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Focus on Customer ~ Upgrade ~ Support

Bl Analytics FCUS

e Relaunched Bl Analytics Implementation with
Sierra-Cedar in August 2015

— Implementing newer version of the Bl Analytics software
for Financials and Procurement and Spend

— HR Analytics will be implemented sometime next year

e Sierra-Cedar is responsible for the technical
Installation of the software

e Selected agencies will be contacted later this year
to participate in data validation and dashboard
reviews

e Bl Analytics will go-live in first quarter of 2016
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Focus on Customer ~ Upgrade ~ Support

SHARP PeopleTools

8.54 Upgrade




SHARP PeopleTools 8.54 Upgrade FCUS

Focus on Customer ~ Upgrade ~ Support

e SHARP System and Employee Self-Service will be
unavailable starting at 6 pm on Thursday, November 5th
through Saturday, November 7, 2015

e Agencies should encourage employees to submit their time
by 6 pm on Thursday, November 5" where possible

e Sunday, November 8, 2015: Access to SHARP and
Employee Self Service is scheduled to be restored. A notice
will be sent out on November 7% to notify agencies of
SHARP availability on November 8t
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SHARP PeopleTools 8.54 Upgrade FCUS

Focus on Customer ~ Upgrade ~ Support

e SHARP System and Employee Self-Service users will
receive an Error 404 message if they try to access these
web pages during the outage

e Updated List of Browsers that will be supported after this
upgrade can be found at:

e http://www.da.ks.gov/sharp/documents/supportedbrowsers.
docx
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SHARP PeopleTools 8.54 Upgrade F.CUS

on Customer Lpg ade ~ Support

e Informational Circular No. 16-P-007 is available on
the Office of Chief Financial Officer's website

— Provides dates for the SHARP Cutover for PeopleTools
Upgrade, SMART Upgrade and Other Key Payroll
Processing Dates in November 2015

— https://www.admin.ks.gov/resources/informational-
circulars/informational-circulars---payroll/fy2016---payroll-
Info-circs
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Focus on Customer ~ Upgrade ~ Support

SMART Training &

Resources
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SMART Training and Resources FCUS

Focus on Customer ~ Upgrade ~ Support

e SMART Training Documents

— Updated Training Materials are being placed on
SMARTweb in the upgrade section

— SMART Infolist messages will be sent as additional
materials are placed on the website:
http://smartweb.ks.gov/technical-resources/upgrade/9-2-
training-materials/

UPGRADE

Sarah Gigous, Director of the Office of Systems Management within the Department of
Administration, announced at the November 13, 2014, ASTRA meeting that hosting of the
SMART, SHaRP and Oracle Business Intelligence reporting systems will be transitioned to
Sierra-Cedar, Inc. over the course of the next year. While the impact of the hosting will not
directly affect the agencies or work processes, the State of Kansas will no longer house or
maintain the technical infrastructure required to support the PeopleSoft software.

Also announced was the start of the SMART upgrade project. With "Go Live” planned for

Movember 2015, the SMART Team will be intensely involved with the transition from PeopleSoft
9.0 to PeopleSoft 9.2.

Check this page often over the next several months as the SMART Team works through the
upgrade. Announcements will be updated as more information becomes available.

po—
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SMART Training and Resources FCUS

Focus on Customer ~ Upgrade ~ Support

e SMART website: http://www.smartweb.ks.gov/

e SMART Infolist
— Subscribe at http://www.smartweb.ks.gov/

e SMART Help Desk

eLog in to Service Desk at
http://www.smartweb.ks.gov/kansas-service-desk/

eCall 785-368-8000, Select Option 2

e Updated List of Browsers that will be supported
after this upgrade can be found at:
http://smartweb.ks.gov/technical-
resources/upgrade/browser-compatibility-for-9-2
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